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CENTRAL INTELLIGENCE GROUP
Weshington, D. C.

. STATINTL | MEMORANDUM

4 September 1947

SUBJECT: Property Survey Board
- STATINTL
Reference: CIG Memorandum [ | dated 11 February 1947
Subject: Accountability and Responsibility
for Property at CIG Installations

‘ : 1. A Property Survey Board is hereby established to act for the Direc-
tor of Central Intelligence on all matters pertaining to loss, damage, de~

struction, theft or disposition of public property for which CIG is respon~
sible. This board shall consist of:

Chief, Inspections Branch, I&S ~= Chairman

Assistant General Counsel ~- Member

Chief, Property Control Division, Ser-~ == Member
vices Branch, A&M

2, The Property Survey Board will:

a, Determine the pecuniary liability or the relief from respon-
sibility of any employee of CIG four the loss, damage, destruction,
or theft of public property.

. b. Authorize disposition or destruction of unserviceable and
i . obsolete property in the custody of the CIG.

. ¢, Reguire the responsible person to submit, ln compliance
with paragraph 9 of above reference, a completed Survey Report
(Form No, 36-18) in each case of loss, damage, destruction, or
; theft of CIG property and, when necessary, direct an investigating
; officer to obtain additional information.

d. Review all Survey Reports and supplemental data, including
the findings and recowmendations of the investigabting officer when
applicable. ‘

| e, Afford the responsible individual an opportunity to examine
all avallable evidence and to include any additional statement he
may desire to meke.

f. Advise those directly concerned of the decision by the

f : board and raintain records of all Property Survey Board proceesd-
: ings.

. ‘
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g g. (1) Review and investigete all requests for disposi-
tion of property worn out through fair wear and tear or other-
wise rendered unserviceable and/or obsolete in the service of
‘the Government without fault or neglect on the part of any
individual,

; ' (2) Authorize ultimate disposition of such property.

(3) Relieve the individual concerned of responsibility
and/or accountability therefor, or direct the preparstion of a
Survey Report.in each cagse where there is evidence that subject
property may have been rendered unserviceable through fault or
neglect on the part of any individual,

3. When pecunigry liability is established against an individual,
he may appeal the Property Survey Board's decision to the Director of Cen-
tral Intelligence in writing, through the Property Survey Board, within.
30 days after receipt of notification of the Board'!'s decision.

FOR THE DIRECTOR OF CENTRAL INTELLIGENGE:

STATINTL"

. Executive for
Administration and Management

; DISTRIBUTION: A
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ENTRAL INTILLIGENCE AGENCY
YIashington; D. C.

ADIMINISTRATIVE ILSTRUCTION 7 Maroh 1949
25X1 0. . '

SUBJECT: |, Property Disposition}i_ . ' o

REZSCISSION: . Administrative Instruction No. dated 4 September 1947. 25X1A

1, o Property Survey Boards composed of members as listed below
are hereby constituted to act on all matters pertaining to loss,
damage, destruotion, theft, or for the disposition of public prop-
erty for whioh CIA is responsible:

" Deputy Chief of I&S Chairman ‘Deputy Chief of I&S

: Chief, Inspection Branch, Member . .

| 188 : o T

i Asgt.‘Genefal Gounsél,‘ 'Meﬁﬁer and Lé— : Asste General Counsel

gal Advisor

Overt Deputy Services ~ Member and Covert Deputy Services
Officer ‘ ~ Recorder Officer '

Chief, Property Auditor, Member and Al- Asst. Covert Deputy
Services Office toernate Recorder Services Officer

Three members will be considered a gquorum.

b. The Services |0fficer will supply such administrative, tech-
nical and clerical assistance as may boe required by the Board.

2. The Property Survey Board will:

a. Determine the pecuniary liability or relief from accounta-
bility or responsibility of any individual for loss, damage, ‘destruc-
tion or theft or other disposition of public property for which CIA
is responsible, where the total monetary value involved is $1,000.00
or less.

b. Designate any qualified individual to act for it in appro-
priate cases in determining relief from accountability or responsi-
bility for damage to, or shortage of, CIA property where there is
no evidence of fault or negleot on the part of the individuals con-
cerned and where the estimeted demage is not in excess of $100400.
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CENTRAL INTILLIGENCE AGENCY
i quhington, D. C.

ADUINISTRATIVE IRSTRUCTION 7 March 1949

[ ]

SUBJECT: Property Disposition. .

REZ3CISSION: Administrative Instruotion

dated 4 September 1947.

1. a. Propérty Survey Boerds composed of members as listed below
are hereby constituted to act on all matters pertaining to loss,
demage, destruotion, théft, or for the dispositian; of public prop-
erty for which CIA is responsible:

:Oﬁert Board ‘ . : Covert Board

* Doputy CHief of I&8 - Chairman Deputy Chief of I%S
Ghief, Inspection Branch, Member

D I&S: R
Asst. General Counsel = = ‘lMember and Le- Asst..Genéral Counsel

gal Advisor :

Cvert"Deputy.Sefvices "Member and' Covert Deputy Services
Officer ' " Recorder . Officer

Chief, Property Auditor, Member and Al- Asst. Covert Deputy
Services 0ffice ternate Recorder Sorvices Officer

Three members will be considered a guorums

be The Services Officp: will supply such administrative, tech-
nical &and clerical essistance as may be required by the Board.

2. The Froperty Survey Board will:
8+ Determine the pecuniary liability or relief from accounta-

bility or responsibility of any individual for loss, damage, destruc—
tion or theft or other disposition of public property for which CIA

" is responsible, where the total monetary value involved is -$1,000.00
;or less.

-be Designate any qualified individual to act for it in appro-
priate cases in determining relief from accountability or responsi-
bility for damage to, or shortege of, CIA property where there is
no evidence of fault or neglect on the part of the individuals con-
cerned and where the estimated damage is not in excess of $100400,

'RESTRICTED
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CENTRAL INTELLIGHNCE AGENCY QQ‘S?K’GED

Waghington, n, ¢,

ADI.'TINISTRATIVE IISTRUCTIO 7 March 1949
X | |

SUBJECT: Property Disposition.

RESCISSION: Administrative Instruction No:| dated 4 Septembor 1947,

1, a. Property Survey Boards composed of members sg llsted below
are hereby constitutod to act on all matters Pertaining to loss,
demage, destruotion, thef't, or for the disposition of public props
erty for which gra is responsible;

Overt Board Covert Board
oz board — plard
Deputy Chief of Tag Chairman Deputy Chief of 128

Chier, Inspection Branch, Member
I1%Ss

Asst. Genersl Counsel lNember and Lo- Asste General Counsgel
gal Advigor

Overt Deputy Services Membor and Covert Deputy Services
Officer Recorder Offioer

Chief, Property Auditor,  Member and Ale Asst. Covert Deputy
Services Office tornate Recorder Services Officer

Three membors will be congidered a quorum,

be The Services Officer will supply such adminiatra‘bive, toch-
nical and clerical assistance as may be required by the Board.

2. The Property Survey Board will:

&e Determine the pecuniary liability or relief from accounta~
bility or responsibility of any individual for loss, dansge, destruc-
tion or theft op other dispogition of publie property for Wich ¢Ta
isg responsible, where the total monetary value involved is $1,000,00

bility for damage to; or shortage of, (IA property where there is
no evidence of fault or negleot on the part of the individuals oon~

corned and where the estimated demage is not in excess of $100.00,
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, 0. Direot disposition or destruction of unserviceable, obsolete
or surplua property in the oustody of CIA, Ths Board may designate
any qualified individual to sot for it in appropriate cages under

this authorization.

d. Recommend action to the Executive in oommeotion with para=
greph 2a, above, whore the monetary value involved is in exocess of
$1,000,00, who will take final action or rooommend sotion to the

Director in his disoretion.

"o+ Require such initial Survey Reports, and presentation of
evidence either in person or in writing, es may be congidered neoss-
sary to errive at appropriamte conclusions and de‘bgrminutions.

£, Mpintain adequate records of its mobions.

3. The Board and the Executive are oharged with the responsibility
of informing the Dirsctor of any wusuel ciroumstances or metters which
ghould be brought to his perscnal knowledge in connection with these
ingtructions. Board reports under this paragraph will be routed through

the Exeoutive.

4, Individuals ageingt whom pecuniary rosponsibility is established
under the provisions of these {nstructions may appeal, in writing, to the
Director, within thirty (30) days after receipt of mnotification of such

1isbility.

6. These instructions supersede any provisions of Administrative

Instruction No. I:lin conflict therewith. 25X1A
~ ST R. H. HILLENKOETTER
: Rear Admiral, USN
. Direotor of Central Intelligence
DISTRIEUTION: A
25X1A
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CENTRAL INTELLICENCE AGENCY
Washington, D. C.

i ADMINISTRATIVE INSTRUCTION Dates Aaer 57 25X1A
P

: SUBJECT: Property Disposition. ‘ ' 25X1A

! RESCISSION: Administrative Instruotion] | dated 4 September 1947.

l. a. Property Survey Boards composed of members as listed below are

hereby oéﬁstituted to act on all matters pertaining to loss, damage,

destruction, theft, or for the disposition of public property for which

CIA 19 responsible:

, Overt Board Covert Board

i Deputy Chief of I&S Chairman Deputy Chief of I&S

i

|

: Chief, Inspection Branch, Member

% T&S

i .

! Agste Genoral Counsel Member and Asst. General Counsel

‘ Legal Advisor ‘

| -t R

Overt Deputy Services Member ard Covert Deputy Services
Officer Recorder Officer

% Chief, Property Auditor, Member and Al- Asste. Covert Deputy

3 Services Q0ffice ternate Recorder Services Officer

Three members will be considered a quorum.

be The Services Officer will supply such administrative, technical
and clerical assistance as may be required by the Board.
2. The Property Survey Board will:

8« Determine the pecuniary liability or relief from accountability
or responsibility of any individual for loss, damege, destruction or ‘
theft or other disposition of public property for which CIA is responsi- ]

. ble, whero the total monetary value involved is £1,000.00 or loss. i
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b. Designate any qualified individual to act for it in appropri=-

ate cases in determining relief from accountability or responsibility

for damage to, or shortage of, CIA property where there is no evidence
g of fault or neglect on the part of the individuals concerned end where

the estimatod damage is not in excess of $100,00.

¢ce Diroct disposition or destruction of unserviceable, obsolete
or surplus property in the custody of CIA, The Board may designate

any qualified individual to act for it in appropriate cases under this

authorization.

de Recommend action to the Executive in connection with paragraph
2a, above, where the monetary value involved is in excess of $1,000.00,
who will take final action or recommend action to the Director in his
discretion.

e. Require such initial Survey Reports, and presentation of evi-
dence either in person or in writing, as may be considered necessary

to arrive at appropriate conclusions and determinations.

f. Maintain adequate records of its awtions.

3« The Board and the fxecutive are charged with the responsibility of
informing the Director of any unusual circumstances or matters which should
be brought to his personal knowledge in connection with these instructions.
Board reports under this paragraph will be routed through the Executive.

4. Individuals against whom pecuniary responsibility is established

I under the provisions of these instructions may appeal, in writing, to the

Dirsctor, within thirty (30) days after resceipt of notification of such

liability.
5., These instructions supersede any provisions of Administrative Instruc=-
“tion |:| in conflict therewith. 25X1A
S R RHE . 1
YT/ 0 bt s RESTRIC) .,
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CENTRAL INTELLIGENCE AGENCY "% 4§
Weshington, D. C. W Jﬂg

ADMINISTRATIVE INSC%
NO.

SUBJECT: Property Disposition
; : 25X1A

paragraph la of Administrative Instruction No. dated 25X1A
7 March 1949, is emended as follows:

10 January 1951

"1. a. The CIA Property Survey Board is composed of the
following members and is constituted to act on all matters
pertaining to loss, damage, destruction, theft, or for the
disposition of public property for which CIA is responsible:

Deputy Security officer
Asgsistant General Counsel
Deputy Procurement Officer
Assistant Comptroller"

? Chairman

L Member and Legal Advisor
Menber and Recorder
Member

FOR THE DIRECTOR .OF CENTRAL INTELLIGENCE:

MURRAY McCONNEL
Deputy Director
(Administration)

Distribution: No. 3
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Office I i SRR SR GOPER NMENT
TO : Deputy Director for Administration DATE: JM 2 W
FROM Chairman, Property Survey Board

SUBJECT: Property Survey Boards

Administrative Instruction:l dated 7 March 1949, establishes
functions of two Property Survey Boards for 'Overt and Covert interests. In
view of the recent reorganization the necessity for two Boards no longer exists
and accordingly it is requested that authority be granted for one Board to handle
all survey matters of both an overt and covert nature. It is recommended that
the composition of the Board be as follows:

Chairman - Deputy Security Officer
Member and Legal Adviser - Assistant General Counsel
Member and Recorder - Deputy Procurement Officer
Member - Assistant Comptroller

It is requested that authority be granted to establish the Property
Survey Board on this basis in order that pending cases of both a covert and overt
nature may be processed,

25X1A

Deputy Security UIIlcer

r’
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mining relief from accountability or responsibility,

be Direct the dispositidn or destruction of unaerviceable, obsolete or
,‘1 surplus property in the custody of CIA. The Chie.f of the Supply Division,
. §ervices Office, is A%é‘z%&de ted g;: 'board ‘ o-act ?:its _behalf—m—;
, ‘éueh»n%taxs, subject to the following conditions:
? | (1) Upon receipt of certification from the appropriate officer,
§ the Chief, Supply Division, will dispose of unservicesble or cbsolete
i _property in accordance with existing and applicable U, S. Government
regulations,
‘ ;(2) Upon receipt of certification from the appropriate officer,
the Chief, Supply Division, will determine whether such property is
surplus to the needs of CIA, or whether its transfer is economically
Justified, and proceed in accordance with existing and applicable U, S.
Government regulations,

(3) Appropriate officers, as referred to in 2b(1) and (2) above,
will be the following: |

(a) The Chief, Communicetions Division, for all communica=-
tions technical equipment except that utilized by FBIB,

(b) The Chief, FBIB, for all government property utilized
in its overseas installations, and for g1l FBIB technical equip-
ment in the United States,

(¢) The Deputy Services Officer (Covert) for all "Operational
Supplies',

)
{
|
; (d) The Deputy Services Officer (Overt) for all other Govern-
) ment property in the custody of CIA,

:‘;yediﬁqﬁgelease}29@;3;64/1"/‘: CIA-RDP81-00728R000100020009-3
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¢ (4) The appropriate officers, referred to in 2b(1) and (2) above,
in making the necessary certifications will be gulded by normal Govern-—

ment practices and standards insofar as the requirements of the office
‘concerned permits, end where there are deviations from such practices and
standards they will supply necessary justifications in support of their
certifications,

(5) The appropriate officers yreferred to in 2b(2) above, in making
: the necessary certifications will detenﬁna whether such property can be
i utilized elsewhere within their own activity and indicate in certification
: to Chief, Supply Division, Services .foice, that equipment is in excess of
’ the needs of their activity, '
(6) The Chief, Supply Division, Services Office, will maintein a

L

f file of reports for the information and inspection of thga?:;tnggeétion Branch,
; &S, and-itlie P;joperty Survey Board, showing justification for actions taken
f in accordance with the authbri'by delegated in paragraph 2b above.
(7) The Chief, Swply Division, will utilize the faeilities of the

General Counsel in comnection with the applicable Government regulations

and will be guided by the General Counsel's decisions and opinions,

Ce Recommend action to the Executive in comection with parsgraph 2a,’
above, where the monetary value involved is in excess of $1,000,00, who will
take final action or recommend action to the Director in his discretion,

either in person or in writing, as may be considered necessary to arrive at

a
H
!
!
|
E de Require such initial Survey Reports, and presentation of evidence
|
! appropriate conclusions and determinations,

®s Maintain adequate records of its actions.

DR

W
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3+ The Board and the Executive are charged with the responsibility of inform-
ing the Director of any unusual circumstances or matters which should be brOuéht to
. ; his personal knowledge in connection with these inétructions. Board reports under
this paragraph will be routed through the E:oecutivé.

4o Individuals against whom pecuniary responsibility is established under the
provisions of these instructions may eppeal, in writing, to the Director, within
thirty (30) days after receipt of notification of such lisbility. |

5. These instructions supersede any provisions of Administrative Instruction

25X1A [ |in conflict therewith.
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. CENTRAL INTELLIGENCE AGLENGCY
Washington, D. C,

. ADMINISTRATIVE TNSTRUCTION
25X1A HUMBER 20 October 1947

SUBJECT: Reproduction Requisitions and Priorities

1. REPRODUCTION PRIORITIES
a, GClasses of priorities for all types of reproduction are

¢ established as indicated below:

Prioritiesg Classy Used When . Completed

bAA Extremely Urgent Immediately
‘f A Most Urgent 72 hours
; B : Urgent ‘ 7 days
C Less Urgent 14 days
None No Urgency 30 days

b, Priority requested will be shown under "REMARKS" on
Form No. 36-2,(Reproduction Requisition). Class AA and A priority re-
quests will include justification for urgency.

personally
c. Chief, Services Branch, A&l must/take action on Class A4

and Class A priorities, and will be responsible for resolving priority
conflicts between CIA activities.

| d. Inscfar as practicable, constant priorities will be estab-
\ lished for recurring reports of similsr form and type., CIA ectivities

\ concerned will coordinate directly with the Chief, Services Branch. A&M,

‘\ to establish such priorities at the earliest practicable date,
L\\ e, Office and Staff Section Heads must nersonally maintain
\
/ ‘\.\ fficient knowledge of priority needs and requests to insure against
v‘\‘ se of priorities)‘B"and above., The bulk of all priorities should

| -1 - PECTRICTED
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normally be below Priority“ﬁ”so thet matters of real wrgency will not
be delayed in reproductlon.

2. Reproduction requests, except for congtant priorities, will be
! submitted on Form 36=2 (Reproduction Requisition) which will be com-
pleted in each detail.

3, Types of Service and Cost:

a. Reproduction facilities are available for:
(1) Mimeograph

(2) Hectograph (Ditto)

(3) offset print

(4) ‘Type-set print

(5)  Photostat
(6) Microfilm
(7)  Ozelid print
b, Advice relative to cost, time required, and numbers of

copies in comnection with each type of facility will be provided on

call, by the Chief, Reproduction Division, Services Branch, A&M.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

' : : Executive Ior 25X1A
Administration and Management

PECTRICTED
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28 February 1949

MEMORANDUM
TO: Executive, CIA
SUBJECT: Property Disposition

REFERENCE : (a) Proposed draft of Administrative Instruction
|_:| on subject.
25X1A

1. It is understood that in carrying out the duties set forth in
Reference (a) covert actions will be handled by one group of Board
members and overt actions by another, but this is not specifically set
forth in the draft. Since this is the intent, OPC suggests that
Paragraph 1 be modified to read as follows:

/ "1, a. Property Survey Boards composed of members as

'y listed below are hereby constituted to act on all matters

‘(\ pertaining to loss, damage, destruction, theft, or for the
\ disposition of public property for which CIA is responsible:

\rﬁ‘/ Overt ﬁo—e»w/ ;Tk\bg Covert /Zo-aued

Deputy Chief of I&5 -~  Chairman Deputy Chief of I&S +

Chietf, Inspection :
Branch, I&S «aaee Member

Ass't General Counsel Member and Legal Ass't General Counsel

Advisor

Overt Deputy Services Member and Recorder Covert Deputy Services

Officer Officer
/

Ghleix Member and Alter- Ass't Covert Deputy

Divisdeon, Services nate Recorder Services Officer @/<

Office . \W

Three members will be considered a gquorum."

2. It is further recommended that a new Paragraph 2b be inserted
as follows:

2. b. Designate any qualified individual to act for it
in appropriate cases in determining relief from accountability

or responsibility

’\

PM'E"FD
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or responsibility for damage to, or shortage of, CIA property

where there is no evidence of fault or neglect on the part ,ff(i
of the individuals concerned and where the estimated damage
is not in excess of $100." L@C7

3. With the insertion of this new Pardagraph 2b, the present
Paragraph 2b would be redesignated 2c¢ and would read as follows:

"2, ¢. Direct disposition or destruction of unservice- P
able, obsolete or surplus property in the custody of CIA. éi?/\\ .
The Board may designate any qualified individual to act for ¢2ﬁ7
it in appropriate cases under this authorization.® :

L. If the above suggestiorns are incorporated in the Administrative
Instruction sub-paragraphs 2c, 2d and 2e should be redesignated 2d,
2e and 2f. :

FOR THE ASSISTANT DIRECTO FOR POLICY COORDINATION:

25X1A
Acting DIXetutive Ior
Administration & Training

25X1A

RESTRICTED o I

ey
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CENTRAL INTELIIGENCE AGENCY
Washington, D, C.

: ADBINISTRATIVE INSTRUCTION
‘ NO. 25X1A
| [ ]

SUBJECT: Property Disposition.

25X1A

i Resgcisgsion: Administrstive Instruction N¢ dated 4 September
i 1947.
4(,/1 . 1. a. A Property Survey Board composed of members as listed below is

hereby constituted to act on all mattefs pertaining to loss, damege,
é; destruction, theft or other dispositién of nublic property for which
| CIA is responsible:
Deputy Chief of I&S .- = - - = = = = Chairman

Chief, Inspection Branch, I&S - = = ~ - - Alternste Chairman
and Member

Aseistant General Counsel = - = = - - = Member and lLegal
Advisor
Deputy Services Officer - - ~ == = - - - Member and Recorder

Prrpandy Aureidi
Chief( Suppiyjbivieﬁen,
Services Office = = = = = - « -« - lMember and Alternate

Recorder
Three members will be considered a guorum.

b. The Services Officer will supply such administrative, technical
AL B

and clerical assigtance as may be required by the Board,

2. The Property Survey Board will:

S a. Determine the pecuniary liability or relisf from accountability -

or responsibility of any individual for loss, damege, destruction or ;
theft or other disposition of public property for which CIA is responsible,

where the total monetary value involved is $1,000,00 or less. IR

!
1
H
i
}
!
H
3
:
i

BT kL T R R S N RS




S ——

) - LL) ﬂ 0y
(l Approved For Release 2003/04/17 : C_A-/EQDJF%“T-00728R0001 00020009-3

L;wLb. Direct disposition or destruction of unserviceable, obsolete
or surplus property in the custody of CIA. The Board may designate

v any qualified individual member or other available individual to act
for it in appropriéte cases under this authorizetion and to determine

n <hedige I~

relief from accountability or responsibility for damage,t® CIA property
where there is no evidence of fault or neglect on the part of the
individuals concerned, and thé estimated damege is not in excess of
$100.00.

// 74 Recommend action to the‘Executive in connection with paragraph

2a, above where the monetary value involved is in excess of $1,000. 00,

nlj Tade frrvnat eelion gv Abcovmmesd PRY S A el ﬂ’waﬂl i fige 4%
/Z Require such initial Survey Reports, and presentation of evidence .,
either in’ person or in writing, as may be considered necesssry to arrive

at appropriate conclusions and determinations.

4{,/4. Maintain adequate records of its actions.

3. ’The Board and the Executive are charged with the responsibility of
informing the Director of any unusual circumstances or matters which should
be brought to his personal knowledge in connection with these instructiong.
Board reports under this paragraph will be routed through the Executive.

4o Individuals against whom pecuniary responsibility is established
under the provisions of these instructions may appeal, in writing, to the

Director, within thirty (30) days after receipt of notification of such liability.

5. These instructions supersede any provisions of Administrative Instruc-

tion {::::::]1n conflict therewith. . 2EX1A

R. H. HILLENKOETTER
Rear Admiral, USN
Director of Central Intelligence i
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ADMINISTRATIVE INSTR
NO.

SUBJECT: Property Disposition.

CONCURRENCES :

| (o Gl

Services Officer

&
Budget UITicer

(,7/ 5—-’774‘\\/“'» G elow

Chibkdr 188

0s0
_ (M/mez?%?f)

OPC

A | g

" Recommend that "Chief, Supply Division" listed in paragraph 1 a /
be changed to read "Chief, Property Control Division."
" Necommend that paragraph 2 b be changed +0 read MESHEHEEEREEEE /
relief from accountability cr responsibility for damage or shortage of CIA

y sesedt ;

properby REREEEEREEEHN

Services Oificer :
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CENTRAL TUTULLICENCE ACENCY
faghington, D. C.

25X1A ADMINISTRATIVE INSTR Dates
Noe
SUBJECT: Property Disposition.

25X1A
. RESCISS!0Ms Adninistrative Instruction NolZl dated 4 September 1947.

le @e Propoerty Survey Boards compogsed of members as listed below are
hereby constituted to act on all matbers perteining to loss, damage,
dostructlion, theft, or for the disposition of public property for which

CIA ia rosponsibles

Overt Doard Covert Board

Deputy Chief of I&S Chairman Deputy Chief of I&S
Chiof, Ingpection Branch, Member

I&S )

Asggte Gonoral Counsel Homber and Agste Goneral Counsel

Legal Advisor

Ovort Deputy Services Member and Covart Deputy Services
Of'f'icer Recorder Officer

Chief, Proporty Auditor, Member and Ale Asste Covert Deputy
Services 0ffice tornate Rocorder BServices Officer

Three mombers will be considered & quorume.

be The Services Officer will supply such administrative, techniocal
and clerical assistance as may be required Ly the Boaird.
2+ The Proporty Survey Board will:

8o Dotormine the peouniary llebility or relief from accountability
or responsibility of any individuel for loss, damage, destructlon or
theft or other disposition of public propeorty for which CIA is responsi-

ble, whore the totel monetary value involved is $1,000400 or less.

- RESTRICTID

¢
A
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RESPRICT

be Doalpnate any qualiffed individuel to aot for it in eppropri=-

ate casos in determining relief from accountebility or reaponaibility
for damage to, or shortage of, CIA proporty where thore is no evidence
of feult or neglect on the part of tho individuals concerned and whoro
the estimatod damage is not in oxcess of $100600.
0e Diroot disposition or destruction of unservioceable, obsoleto
or gurplus property in the custody of CIA. The Board may deosignate
any queallfied individual to act for it in appropriate cases under this
authorizatlone
de Raocommend sotion to the Exeoutive in connection with paragroph
: . 28, sbove, where the monetary value involverl is in excess of {1,000,00,
who will talke final action or recommend action to the Director in his
disoretion.
e« Require such initlal Survey Reports, and presentation of evi-
dence either in person or in writing, as may be considered necessary
to arrive at eppropriate conclusions and determinations.
f. Maintain adequate records of ity aetions.
3s The Board and the Executive are charged with the responsibility of
inforning the Director of any unusual circumstances or matters which should
be broupht to his personal “wnowledge in comnection with these instructions.
Board reports under this paragraph will be routed through the Exeocutives

4, Individuals againgt whom peouniary responsibility is established
under the provisions of these insitruotions may appeal, in writing, to the
Director, within thirty (30) deys after roceipt of notification of such
liabilitye

i 5. Those instructions supersede any provigions of Administrative Instruce

\ 25X1 A ‘ tion |:| in conflict therewith.

.




25X1A .

25X1A

e

Approved For Release 2003/04/17 : CIA-RDP81-00728R0001OE%OOOQ-QEGHET

P
Y Y

18 December 1947

JEMORANDUM FOR: Assistant Director for Special Operations
i Executive for Administration and Menagement

SUBJECT: Administration of Property and Supplies for the
: Office of Special Operations

REFERENCE: Administrative Instruction [ | dated 11 February 1947,
Subject: Accountability and Responsibility of Property
at CIA Installdtions.

Administrative InstmctioD datéd 4 September 1947,
Subject: Property Survey Board.

Y. Procurement and Acoountability of Property, Supplies end Equipment

a. All non-operational and housekeeping property, supplies and equipment
for 0S0 in Washingbon will be furnished by the Services Branch, A&M and will
be subjeot to its controls and property regulations.

b, (1) 0SO operational property is defined as property procured by or
for confidential purposes which requires oclassification of the procurement
or use, and includes all property at or enroute to foreign stations.

(2) The ADSO will prescribe the property regulations and controls
for operantional property provided for and utilized by his office and its
field stationse.

(3) Property regulations and controls prescribed under this delegation
of authority willconform so far as practicable to those prescribed for other
activities of CIA, |

6. Those items for overseas use which do not present security risks in
proourement or shipment will be furnished by the Services Branch, A&M,

d. All property, supplies, end equipment prooured by the Services
Branch, A%, under paragraph l-c, for 0SO foreign stations or for operational
use, will be considered normal CIA property until transferred to the Trans-
portation and Supply Division, 0SO, To preserve the necessery security,
0SO will essume full responsibility and acoountebility upon such transfer, and
the Services Branch, A&M will drop the tranmsferred property from its records
as expended items., 0SO will make no reports to the Services Branch, ASM of
such property held by or transferred to OSO under this authority, and no
reports of dollar acoountability in comnection therewlthe

2, Establishment of & Property Survey Board

a. There is hereby established a Property Survey Board for. 050 to
be composed of & representative appointed by ADSO end one representative each,

SECRET

i




. 25X1A.
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Jable to him, from the Office of the Executive for Inspection and
.rity end the 0fflice of the General Counsel.

be The actlons of this board will be governed by the provisions of
peragraphs 2 and 3 of CIA Administrative Instructionlil dated 4 September
1947,

3+ The provisions of CIA Administrative Instruoctions |and
in confliot with the above directive are not appliceble to the activities
of the Office of Special Operations.

/8/ R. He Hillenkoetter
R. H. HILLENKOETTER

Rear Admiral, USN
Direotor of Central Intelligence

oc: Chief, Services Branch
Chief, Budget & Finance Branch
Chief, Management Branch
General Counsel
Exeoutive for I&S
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: 27 January 1948

. -~ S. 0. CIRCULAR NO. 62

i : PROPERTY SURVEY 'BOARD . | '

z ‘ 1.. Pursuant to the Director of Central Intelligence's memorandum to

{ the Assistant Difector for Special Operations and the Executive for Adrﬁini- .
% strﬁtion and Managément, subject: "Administration of Property and Supplies
“for the Office of Special Operations," dated 18 December 1947, the f‘ollowing

personnel are designated as a Property Survey Board for 0S0:

25X1A
| Inspection & Security Dive -=- Chairman
25X1A ¢ v Office of Special Operations ™ -- Member .
General Counsel -- Member
25X1 2. The Board will meet a%t the call of the Chairmen, and will be guided

25X1A 3 by Administrative Instructions I:Idated 11 February 1947, and:l .
1
|

dated 4 September 1947, es modified by memorandum cited in peragraph 1 above-

25X1A . © FOR THE ASSISTANT DIRECTOR FOR SPECTAL OPERATIONS:

Executive Secretary

-

\
\
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o STATINTL yymingmaantva istmucrzon

1o,

| ULJTCT: rty Di ition.
s STATINTL SULJTCT:  Property Disposition

, Recision: Administrative Instruction| __ |dated
i ‘ !} September 1917,

1. a, A Property Survey Board composed of members as listed

; below is hereby constituted to act on all mé.tters pertaining to loss,
; damage, destruction, theft or other disposition of public property for
| , which CIA is responsible:

Deputy Chief of I8 = = - = = = - Chairman

: Chief, Inspection Branch, [%$ - - Alternate Chairman
i and member ‘

Assis‘c.aurlt;l General Counsel - - - - Member and Legal

| Advisor

!

é Deputy Services Officer - = = = - Member and Recorder
1 Chief, Supply Division, ,

Services Office = = = = = = Member and alternate

7’7&,,1&6 /L‘vt.L-Luoi{o'c-f _J,,L""Ll:*/ z{!_ Lototn o o Feead L«u{‘{f i:order
b. The Services Officer will supply such administrative,
technical and clerical assistance as may be required by the Board.
2. 'The Property Survey Board will:
ae¢ Determine the pecuniary liability or relief from account-
. ability or responsibility of any individual for loss s damage,
destruction or theft or other disposition of public property for

which CIA is responsible, where the total monetary value in-

volved is $1,000.00 or less.

A S AT 0 Ay
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be Direct disposition or destruction of unserviceable,
obsolete or surplus property in the custody of CIA. The
Board may designate any qualified individual member or other
available individual to act for it in ap:propriate cases under
this authorizations - /add phue fdewlid L porty wwna i) A ‘4‘"""‘"“‘-‘9
cs Recomnend action to the Txecutive in connection with
para. 2a, above, where the monetary wvalue involved is in excess
of $1,000400,
de Require such initial Survey Reports, and presentation
of evidence either in person or in writing, as may be considered
necessary to arrive at appropriate conclusions and determinations.
e, Maintain adequate records of its actions.
3e The Board and the Txecutive are charged with the responsibility
of ini‘ormirig the Director of any unusual circumstances or matters which
should be brought to his personal knowledge in connection with these
instructions. Board reports under this péragraph will be routed through
the HExecutive.
lie Individuals against whom pecuniary responsibili'by is establish-
ed under the provisions of these instructions may appeal, in writing,
to the Director, within thirty (30) days afiter receipt of notification

of such liability. .
oA Aeer Lo trreleesiy ,q,u/u..m_,z[/ M7 }b&h"bw;"""' :?" ﬁ’/{"“V

Loty [ oin conplit sl
R. H, HILLENKOETTER
Rear Admiral,USH
Director of Central Intelligence
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Note: It is intended by this draft to:
a. Obviate the necessity for the separate special delegation
to the Property Survey Board, dated 15 January 1949,
be More clearly define the authorities of the Board, and
restrict its finsl authority to actions invglving amounts not
in excess of $1,000,00. .

ce Provide a Board which can act on both overt and covert

matters:

I&S Inspection Chief Deputy Chief of I&S
Assistant General Counsel Assistant General Counsel
Overt Deputy Service Officer Covert Deputy Beriice Officer

Chief, Supply Division,
Services Office

ForRelease:2003/04/17 : CIA-RDP81-00728R000100020009-3
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16 l'ebruary 1940

HEMORAWDUI! 'ORe  ACTING EXECUTIVE

SUBICT:  Proposed Administratlve Instruction
No. [:::::]”Property Disposition"

1. A practical problem which has beon bothering the
Property Board, we believe unneccssarily, mlght be solved
by adding to the second sentence, paragraph 2 b, of the
Proposed Instruction, the following lansuare, "and to
determine relicf from accountability or responsibility
Tor damage to CIA property vhere there is no evidence of
Tault or neglect on the part of the individuals concerned,
and the estimated damapge is nol in excess of $100."

2. Ve note the recision in the Proposed Instruction At
of Administrative Instruction dated 4 Sep teomber 1947, h&l'h/
fle have on file a dralt of AdmIniStrative Instruction fudtust

dated 19 May 1948, but there is no indication in our [
whether or not this drait was ever put into effect. Ve
do fewl, however, that another recision should be made in
some manner, namely, Ior the suthorlty granted in the
memorandunr from the DCI to ADSO and A & II, dated 18 December
1947& subject: "Administration ol Property and Supplies for
050,

) aﬁx&z/ '
Y, et
Ny

3. Posgsibly amendments are in order_to the following
paragraphs of Administrative Instruction dated
11 February 14947, to bring them into line with thoe proposed
procedure: paragraph 7 on audits;: paragranhs 9 on surveys;
and paragraph 10, particularly sub-paragraph a (2). v

L=

Ry

I

s p b oy

|

LAWRITNCE R. JIOUSTOR
General Counsel

. Approved For Release 2003/04/17 : CIA-RDP81-00728R000100020009-3
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b olpad
/4«’ ot pd/
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1\ et

ADMINISTRATIVR IHSTRUCTION i
STATINTL Ton o § -

SULRJRGTS  Property Dispositions

Recigiont Adwinistrative Instruction| | dated
Iy September 1947.

le¢ ae A Propordy Survey Beard composed of members ag listed
below iz hareby constituted to act on all matters pertaining to losp,
danage, destruction, theft or other disposition of public propexty for
which CIA is responsibles |
Daputy Chief of I4S =  w w w « = Chalrman

Chief, Inspection Branch, IZ5 « « Alternate Chairman
and metibynr

Aasim Wﬂ cmmﬂal = o v w Mombor and L@gal
Advisor ‘

- STATINTL

Daputy Services Officer e = « = « Homber snd Recorder
Chief, Supply Division,

Services OFTICH « w o w w» o Morbeor and alternate
Recordar

be The Sarvices Officer will swply such administrative, ’7\,,:’1
technioal and clexrical assistance as may be required hy the Board,
2+ The Property Swvay Board wills
as Deternine the pecundary liability or relief from accounte
ability or regsponsibility of any individual for loss, danmage,
destruction or theft or other disposition of public property for
vhich CIA is responsitile, whera the total monatary valus ine

volved is $1,000,00 or less.

- Approved For |(3eiease,200‘3/o4/,17 . CIA-RDP81-00728R000100020009-3
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be Dirvect dispopition or destrustion of unserviceable,
obsolate or surplus property in the custody of CIAe The
Boxrd may depignate any qualified individual member or other
avallable individusl to sct for it in sppropriate cases under
this authorizatione
o Recommend aotion to the Executive in connection wlth
para. 2a, above, where the monetary valus involved is in excess
of $1,000400.
de Roquire such inmitial Survey Reports, and preaentation
of evidense oither in person or in writing, as may be oonoidered
necessary to arrive at sppropriate conclusions and determinations.
o Maintaln adequate recards of its actionse
3. The Board and the Executive are chargoed with the responsibility
of informing the Director of sy unusual cdrowsstances or mabters whioh
should be brovght to his personal knowledgo in connection with these
{natructions, Board reports under this paragraph will be routed through
the Exeoutive
Le Individuals ageinst whom pecuniary responsitdlity is establishe
od under the provisions of these instructions may appealy in writing,
to the Directors within thirty (3)) days after receipt of notification
of such liabllitye

Re He HILILEREOSTTEL
Rear Aduiral,USH
Mrestor of Central Intelligence

ol
.!»' ¥

. Approved For Release 2003/04/17 : CIA-RDP81-00728R000100020009-3




i Approved For Release 2003/04/17 : CIA-RDP81-00728R000100020009-3

Notet It is intended ly this draft o1
as Obviate the necessity for the pepavabe apecinl delegation
0 the Proparty Survey Bosrd, dated 15 Jamusry a9h9e
| by More clearly define the suthorities of the Sosrd, and
| yostrict ita f4na suthority to actions involving amounts not
in exceso of £1,000400«
; 0. Provide a Board which can ast on both overt and coverd

matterss
: et Sovert
148 Ingpection Chief Deputy Chief of I&S
Assiatant General. Goungel Agsistant Gmal‘ Qmmol
overt, Deputy Service Offiver Givert, Deputy jimirkse Officer

yig Division
Ohtety dtlfd.coa Off:t&a

%
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~ O]ﬁce Memorandum + oNITED STATES GOVERNMENT

£R or27¢7

TO :  Chief of Inspection and Security _ DATE: 17 January 1949
" FROM : Acting Chief, Inspection Division

. SUBJECT:  Study of the Authority and Functions of the Property Survey Board

1
Ao THW PHOBLTM

1. The Property Survey Board recently took final action on four survey
reports involving a total of $9,617.U47 in lost property from Supply
Account No. 3. (Wxhibit 1) 'The Board determined the'losses in-
dicated in the reports were not due to the fault or neglect of the
responsible individual of record, and, therefore, relieved him of

. pecuniary liability. The determination was based on evidence that
the initial inventory taken in November 1946 was inaccurate, as
determined by official CIA inventory of January 1948, that physical
control 'of property and its storage were inadequate up to November
1947, and that these conditions were beyond the control of the re-

sponsible individual of record, and that he made efforts to have

f them corrected. (Reference: Property Survey Board Survey Reports

Nos. 00022, 00039, 000LO, and 000LL on file in Property Control

Division.) .

2. As this is the first case involving a large monetary value , it was
; considered advisable to study the establishment, authority, and
! functions of the Property Survey Board and its procedures with
respect to determining pecuniary liability or relieving from re-
i sponsibility for loss, damage, destruction or theft of govermment
i property. Lf necessary, recommendations should be made for whatever
changes are indicated to insure adequate protection to the Director
of Central Intelligence and the government. '

3. Set forth hereunder are-findings of the study together with discussions
and resulting conclusions and recommendations.

B. FINDINGS AND DISCUSSION

! 1. Property Control. In order to understand the circumstances sur-

] Founding the survey reports concerned in this study, it is necessary
i that a gensral acquaintance be had with a brief chronology of

1 property acquisition and control during the formative period of

CIA. A review of Property Control Division files discloses

i
o

«
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i ’ the following principal events in that regard.
{ a. January 22, 19L6 - CIG established by Wxscutive Order.

b. January through October 19L6 - Property requisitionsd
from SSU as needed.

0 ¢+ October 1946 - Informal working procedure set up for
property accounting within CIG.

d. DNovember 1, 1946 - SSU property inventoriedand trans-
terred’ to CIG.

1 e. November L, 1946 - Draft of initial Property Accounting
Administrative Order submitted for
[ approval.

; f. December 30, 1946 - Accountable Supply and Property

’ Officers appointed. (Chief, Property
Control Division, states these ap-
pointments were made in November.)

g. Tebruary 11, 1947 ~ Administrative Instruction No.
issued. (Subject: AccountabilitTy and
Responsibility for Property in CIG
Installations)

¢

h. February 10, 1947 to August 1947 - Lack of Property Survey
Board mentioned repeatedly in official
memoranda and reports in Services Branch.

i i. September 1, 1947 - Authority delegated by Director of
Central Intelligence to Property Survey

| Board to take final action to determine
pecuniary liability or relief from re-

I sponsibility oif any CIG employee for
loss, damage, destruction, or theft of
Government (CIG) property; and authority
delegated by Director of Central Intelli-
gence to Wxecutive for A & il to. prescribe
rules and regulations governing property
control, accountability and responsibility
(Txhibit 2).

Je September L, 1947 - Administrative Instruction
issued. (Subject: Account
Responsibility for CLU. Fropsarty. Estab-

lishes Property Survey Board and states
its functions.)

STAT
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2.

k. September 23, 19L7 - Iirst meeting of Property Survey Board.

1. November 1947 ~ Decentralized storage of property in Supply
hecount No. 3 consolidated in one location.

m. December 1, 19L7 - Catalog of office equipment and lurniture
issued. (This established ofificial
nomenclatures.)

n. December 30, 1947 - iiemorandum from Txecutive for A &M to
Chief, Services Branch, requesting report
of measures effected to protect Govern-
ment property.

0. January 9, 19L8 - lMemorandun from Chief, Services Branch,
establishing procedures for issuing
property from supply accounts to eliminate
losses. (This action is pursuant to the
citation in paragraph n above.)

p. January 1948 - Supply Accownt Ho. 3 inventoried by Property
Control Division.

q. August 3, 1948 - Proposed manual of "Property Accounting
Regulations" submitted to Management
Branch for approval and publication.
(Not issued to date)

The chronology of measurss taken to establish procedures for property
accounting reflects reasonably prompt action in that respect. How-
ever, the rescord, as reilected above and in the subject Survey Reports,
indicates physical controls to protect property in Supply Account No.
3 were deficient up to possibly Noveubar 1947, when that property was
physically consolidated in one location; and administration of CIA
property uder established procedures might have been deficient up to
possibly January 1948, when the subject property was inventoried by
Property Control Division and instructions were issued establishing
more rigid controls in issuing property from supply accounts. It is
also noted that subsequently, during 1948, various operational in-
structions in the form of memoranda were issued on an average of
about two per month. On August 3, 1948, a proposed manual of "Property
Accounting Regulations," containing detailed operating instructions
tor property accounting, was prepared by Property Control Division
for approval and publication, but it has not been issued to date.

The Services Officer states that he is holding.it pending a study
being made by him to reduce operations and records concerned with
property, after which the manual will be revised. and issued. It is
also noted that practically all of the thirty-seven property and
supply accounts have been completely inventoried. Among those which

A
-
b

‘.
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are lacking in this regard are the accounts for Commwiications

Division, 080, and Cover and Documentation. These accounts have

not been accessible to Property Control Division for complete

inventories due to the nature of their operations. Other accounts

i which have not been compleately inventoried for various reasons

: are the Map Branch, Communications lelelype account, and two FBIB
station accounts. All CIA property and supply accounts are scheduled
for audit during 19L49. 1In order to determine the effectiveness with
which procedures and controls are presently administered, it would

: be necessary to make a completle survey oi operations in the adminis-

tration of property accounting and controls, which is not within the

! scope of this study.

: 3. Property Survey Bourd. A review of Property Survey Poard minutes

; and Survey Reports Nos. 00022, 00039, 000LO and QOOLLl discloses ths

- following chronology with respect to actions takern conceming the
losses in Supply Account No. 3. (Subject losses are itemized in
Exhibit 1.)

a. November 1, 1946 - SSU property inventoried and trans—
ferred to CIG.

: b. June 1947 - Losses in Supply Account No. 3 discovered
through inventory taken by Chief,
: Office 9quipment and Supply Unit.

c. December 17, 1947 ~ Losses in bupply Account No. 3 sub-
mitted to Property Survey Board as
: Reports oi Inventory Adjustments.
! fction deferred by Property Survey
! Board pending more information.

d. January 1948 - Inventory of Supply Account No. 3 taken
by Property Control Division.

.. January 21, 1948 - Reports of luventory Adjustments in
Supply Account No. 3 resubmitted to
Property Survey Board and returned to
responsible individual for preparation
and submission of Survey Reports.

®

: f. September 8, 19L8 - Reports of Survey Nos. 00022, 00039,

- 000L0O and 000l1 covering losses in
Supply Account No. 3 submitted to
Property Survey Board. Responsible
individual appeared before a Board

and gave oral information in support

of reports. Reports returned to-
Property Control Division for additional
information.

| e
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g.  December 15, 1948 - Survey ieports Nos. 00022, 00039,

- 00040 ‘and Q00LL resubmittiod to Property
Survey Board. llesponsible individual re-
lieved of pecuniary liability.

Establishmant of a Property burvey Board remained unaccomplished
until September 1947, (Exhibit 2 and Administrative Instruction

, despite repeated official mention of its lack during a
period from February to Seplember 1947. However, evidence dees
not show this delay caused the Govermment any loss. The persomnel
of the voting membership of the Property Survey Board has changed
completely since its inception in September 19L7 to date. The
chairmanship has been held in succession by three diff'erent psrsons,
sach becoming a member of the Board as a representative of
Inspaction Branch, I & S.

The chronology listed above in paragraph 3 reflects undue delay in
the processing of the reports of survey. Contributing circumstances
may have been such factors as the late establishment of the Property
Survey Board, and unfamiliarity on the part of responsible and
accountable individuals, investigation personnel and the members

of the Property Survey Board themselves, with how properly to com-—
plete a réport of survey so that a correct determination may be
made: thereon. It is believed that these deficiencies have besn
corrected through a better understanding by all concerned of the
principles and procedures connected with survey reports, and by a
recent delineation of specific authority to the Assistant Chief,
Property Control Division, for investigation of all property sur-
vey reports.

The charter of the Property Survey Board, under Administrative
Instruction[ | delegates to it the authority of the
Director of Central Intelligence to determine pecuniary liability
or relief from responsibility of any CIA employee for the loss,
damage, destruction or theft of Govermnment property.

Operational or working rules under which CIA property losses

are considered are as follows. Property Control Division,
Services Branch, investigates all reports ol survey and submits
the reports with its findings and recommendations to the Property
Survey Board. Property Control Division has not had occasion to
concern itself with investigating for liability or relief of any
individual beyond the responsible individual of record in the
survey report, nor has the Property Survey Board had occasion to
request it to do so in any case to date. 'here has been some
doubt in the minds of the members of the Property Survey Board
as to its authority to investigate beyond the responsible in-
dividual of record if there are indications of fault or neglect
due to unsatisfactory or improper administration at a higher
level than the responsible individual of record. After the
survey report has been investigated as mentioned above, Property
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Survey Board reviews it and takes final action in determining
pecuniary liability or relief from responsibility of the re-
sponsible individual of record based on the evidence in the
report. In cases where relief from responsibility is granted,
the responsible individual is advised and the case is closed.
When pecuniary liability is found, the responsible individual
and the Budget Officer are notified. No other distributions
of the findings are made in either case. Provision is made
for appeal from the findings oi the Board to the Director of
Central Intelligence.

The procedures outlined above are patterned loosely and in
geneval after those of' the Department of the Army, as set
forth in War Department ™ 14-90L. However, there are differ-
ences with respsct to the final action taken. In CIA the
Property Control Division makes all necessary investigations
and submits the compleste survey reports to the Property Survey
Board which takes final action in determining pecuniary
liability or relief from responsibility of the responsible
individual of record. In the Army the Survey Officeror the
the Survey Board investigates the loss, and submits the sur-
vey report with its findings and recommendations to the
Station Commander, who either takes final action or in tum
refers it to the Service Command (or Ammy Area, as now
designated) for final action depending on the case. ‘ithen
relief is granted in the Amy survey reports, it is done so

to "relieve all concerned of responsibility."

Conferences with representatives of GAO, Bursau of the Budget
and Department of Agriculture revealed the following:

a. GAO does not have a Property Survey Board, and de-

" terminations in connection with their lost property
are handled administratively within the organizational
structure.

b. The report of the Joint Property Accounting Staff

(GAQ, Treasury, Budget), dated June 1948, which presents
a "Federal Inventory Control System" recommends appoint-
ments of boards of survey to investigate and recommend
fixing of or relief from liability in connection with
lost, stolen, damaged, or destroyed property. The report
further recommends that reports of survey, after recom-
mendation of the board, should be reviewed by the agency
head or an administrative official who should make final
determination as to responsibility and disposition cf the
property.

<
e
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c. Department of Agriculture regulations provide for
survey boards to act only in connection with the
disposition of surplus and unserviceable property.
Investigation and determination of relief or liability
for lost, damaged, stolen or destroyed property is
achieved administratively, usually by a head of a
departmental wiit or his delegated representative.

The other members of the CIA Property Survey Board were requested
for opinions regarding the adequacy of the present complete dele-
gation of authority by the Director of Central Intelligence to
the Property Survey Board to determine pecuniary liability or
relief from responsibility for lost, stolen, damaged or destroyed
property. It is their opinion that the present complete dele-
gation of authority is adequate and should remain unchanged. The
writer appreciates the need for delegation of authority to relieve
executivesfrom administrative details, but believes that the
interests of the government and protection of the Director of
Central Intelligence would be best served if the delegation of
authority to grant relief from responsibility were limited to a
specific monetary amount high enough to cover the large percentage
of ordinary cases and low enough to insure review by the Director
of Central Intelligence of unusually large losses in which no
financial recovery is obtained.

The authority of a government department to determine pecuniary
liability is established by Title 31 (USC 89-92) (@xhibit 3).

On 28 December 1948 the General Counsel was asked for an opinion
concerning the limit of this authority vwith regard to an accounting
or reporting by CIA to the GAO or other agency.in cases of relief
from pecuniary liability. The General Counsel was also asked for
an opinion as to the limit of authority of the Property Survey
Board to investigate throughout the organizational structure of
CIA to determine pecuniary liability or relief of an employee
other than the responsible individual of record. In the absence
of a reply to date from the General Counsel, this report is sub-
mitted on the assumption that there is no raquirement for re-
porting or accounting to GAO or other agency in cases where
relief from pecuniary liability is granted. It is also assumed
that it is the intention of the Director of Central Intelligence
to delegate authority to the Property Survey Board to fix re-
sponsibility wherever it might rest within CIA in cases of lost,
damaged, stolen or destroyed government property.

‘vr';




i
i
i
l

S'j'ATI NTL

{
:
i
!
|
|
i

Approved For Release 2003/04/17 : CIA-RDP81-00728R000100020009-3

C.  CONCLUSIONS
It is concluded that:

1. Administrative steps taken to =stablish procedures for
property accounting appear to have been reasonably prompt.
However, indications of deficient physical controls and
possibly deficient administration ot government property were
present during 1947. In order to determine the efficiency of
current property control measures in CIA, a complete survey
in that field would be necessary and might be beneficial at
this time.

2. CIA and Army practices differ in the matter of delegating
authority for taking final action with respect to fixing
pecuniary liability or granting relief., In CIA the authority
is delegated by the Director of Central Intelligence to the
Property Survey Board. This authority is not delepgated in the
Army. In civilian agencies the authority, when delegated, is
usually given to an administrative head. TIn the interests of
relieving the heads of agencies from administrative details,
some delegation in this regard seems proper and necessary.
However, it is believed that greater protection would be
afforded by placing a limit on this delegated authority with
respect to the granting of relief. TFor this reason it is

concluded that the delegation of authority in GIA to the
Property Survey Bourd should be revised to provide that
relief {rom responsibility irvolving large monatary amounts
ba reviewed by the Director of Central Intelligence for ap~
proval  before becoming final.

3. The relief of a responsible individual of record without further
pursuing evidence which indicates fault or neglect of another
individual, either higher or lower in authority, does not
appear to be a logical and proper conclusion of a report of
survey. It is believed that any such cases should be investigated
until the evidence is thoroughly resolved, and it is believed
that Administrative Instruction [ ] and the delegation of
authority by the Director of Central Intelligence to the
Proparty Survey Board should be turther revised so as to leave
no doubt in this regard.

D HECOMMTNDATIONS .

It is recommended thats

1. Consideration be given to conducting a survey of property control
novw in effect.
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Paragraph 2 a of Administrative Instruction |:WI and
paragraph B (1) of the delogation of authorify (®xhibit 2)
be revised to read:

"Determine and fix the responsibility for loss,
damage, destruction or theft of government
property for which CIA is responsible."

All decisions of the Property Survey Board granting relief
in survey reports involving $1000.00 or more be referred
to the Director of Central Intelligence for approval before
being considered final actions. :

': CIA-RDP81-00728R000100020009-3
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WEPORT OF SURVEY NO. 00022

10 Cabinet, L drawer, letter size, insulated
w/combination :

10 Cabinet, card index, 5x8, 1 drawer
3 Stools, filing, approx. 18" high

1 Table, wood, 72"

HFPORT OF SURVEY NO. 00039

1 Stand, Kardex

HESPORT OF SURVEY NO. Q00LO

11 Cabinets, 2 drawe.r, letter size, wood
1 Cabinet, section, bookcase, base

1 Chair, leather, straight w/arms

1 Chair, leather, swivel, w/arms

19 Chairs, typist

2 Clocks, wall, electric

7 Costumers, wood

12 Desks, 60 inch, cbmpartment (Ror L), typist
2 Fans, electric, wall

2 Stands, telephone

1 Stand, typist

3 Stools, drafting, 30 inch

1 Table, wood, 36 inch

1 Tray,- ash, desk, executive

1 Stand, Lindex
16 Typewriters, standard, 11 inch

6 Typewriters, standard, 1l inch

3 Typewriters, standard, 18 inch

K
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$ 1,500.00
58.20
18.00

-85.00
¥ 1,661.20

$ 25.00

$  Lho.oo
7,93
L5.48
56.9L
572.47
13.72
Lo.07
815.76
50.00
30.00
15.47
12.00
20.07
k.25
35.00
1,428.18
L98.90
316.08
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REPORT OF SURVEY NO. 00040 (Cont)

28 Rolls Cloth, iron wire
3 Safes, Field
5 Safes, Mosler (or equal), 2 door

T Safes, miscellanesous

HRPORT OF SURVEY NO. 000kl

1 Machine, dictating

Grand Total

$ 126.00
148.50
1,243.20

1,7L0.L8
% 7,669.80

261.47

$ 9,617.47
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COPY
1 September 1947

By virtue of the authority vested in me as Director ol Central
Intelligence, it is directed that:

A. The authority to prescribe rules and regula-
tions governing (1) control of Government property in possession
of CIG employees, (2) property accountability, and (3) property
responsibility, is hereby delegated to the Executive for Adminis-
tration and Management.

B. The authority is hereby delegated to the
Property Survey Board to take final action to:

(1) Determine the pecuniary liability, or
relief from responsibility, of any employee of CIG
for the loss, damage, destruction, or theft of
Govermment property for which CIG is responsible;

(2) Direct disposition or destruction of
wserviceable and obsolete property in the custody
of CILG; and

(3) Direct ultimate disposition of property
worn out through fair wear and tear or otherwise
rendered unserviceable or obsolete in the service of
the Government without fault or neglect on the part of
any individual and relieve the individual concerned of
responsibility and/or accountability therefor, or
where there is evidence that such property may have
been rendered unserviceable through fault or neglect
on the part of any CIG employee, detemine pecuniary
responsibility of such employee.

/s/ R H. Hillenkoetter
R. H. HILLENKOETIRR
Rear Admiral, USN
Director of Central Intelligence

COPY
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UNITED STATTS CODE

TITLR 31

Bac. 89. Property returns by officers. Instead of forwarding to the
General Accounting Oifice returns of public property intrusted to the
possassion of officers or agents, the Quartermaster General, the Surgeon
General, the Chief of "ngineers, the Chief of Ordnance, the Chief Signal
Officer, the Paymaster General of the Navy, the Commissioner of Indian Affairs,
or other like chief officers in any department, by, through, or under whom
stores, supplies, and other public property are received for distribution,
or whose duty it is to receive or examine returns of such property, shall
certify to the General Accounting Office, for debiting on the proper account,
any charge against any officer or agent intrusted with public property,
arising from any loss, accruing by his fault, to the Government as to the
property so intrusted to him. (Mar. 29, 189L, c. L9, par 1,28 Stat. L7;

Aug. 2L, 1912, c. 391, par. 3, 37 Stat. 591; dJune 10, 1921, c. 18, par 30k,
L2 stat. 2h.) :

Sec's 90. Same; certificate as to lost property. Said certificate
shall set forth thne condition of such officer's or agent's property returns,
that it includes all charges made up to its date and not previously certified,
that he has had a reasonable opportwmity to be heard and has not been relieved
of responsibility; the effect of such certificate, when received, ‘shall be
the same as if the facts therein set forth had been ascertained by the General
Accounting Office in accounting. (dar. 29, 189k, c. L9, par 2, 28 Stat. L7;
une 10, 1921, c. 18, par. 30k, L2 Stat. 2h.)

Sec-. 91. Ssme; manner of making. The mamner of making property returns
to or in any administrative bureau or department, or of ascertaining liability
for property, under existing laws and regulations, shall not be affected by
sections 89 to 92 of this title, except as provided in section 89 of this
title; but in all cases arising as to such property so intrusted the officer
or agent shall have an opportunity to relieve himself from liability. (Mar.

29, 189L, c. L9, par. 3, 28 Stat. LT7.)

Sec. 92. Sgme; regulations. The heads of the several departments are
hereby =mpowsred to make and enforce regulations to carry out the provisions
of sections 89 to 91 of this title. (Mar. 29, 189L, c. L9, par. i, 28 Stat.

L7.)

2
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‘ * , DHAFT
{ . . ZJE Aug Z;
CENTRAL INTHLLIGENCE GROUP

Washingtdn, D. C.

MEM@RAh vy
STAT NOUBER |

SUBJECT: Property Survey Board
STATINTL
; Referance: CIG Memorandum dated 11 February 1947,
Subject: Accowrfability and Responsibility for
Property at CIG Installations
1. A Property Survey Board is hereby established to act for the Director
of Central Intelligence on all matters pertaining to loss, damage, destruction,
theft or disposition of public property for which CIG is responsible. This
board shall consist of:

* Chief, Inspectlons Branch, I&S == Chzirman

! Assistant General Counsel =— Member
i Chief, Property Control Division,
k Services Branch, A&M -~ Member

2. The Property Survey Board will:

e&. Determine the pecuniary liability or the relief from responsi-
bility of any employee of CIG fo; the loss, damage, destruction, or theft
of public property.

b. Authorize disposition or destruction of unserviceable and
obsolete property in the custody of the CIG.

o+ Require the responsible person to submit, in complisnce with

paragraph 9 of above reference, a completed Survey Report (Torm No. 36-18)

in each oase of loss, damage, destruction, or theft of CIG property aend,
' ' when necessary, direct an investigating officer to obtain additional

information.

d. 43 Review all Survey Reports and supplemental date, including

the findings and recommendations of the investigating officer when

applicable.

available evidence and to include any additional Statemént he may
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desire to make.
£3)_Rénder-s~deolsion.as-to-peouiiTaFy TTEbII Tty ~or-rettef TTom

‘responEibilidtye

f,,o./ Advise those directly concerned of the decision by the board and

maintain records of all Property Survey Board proceedingse.

ﬂ',i‘./ (1) Review and investigate all requests for disposition of
property worn out through fair wear and tear or otherwise rendered
unserviceable and/or obsolete iﬁ the service of the Government
without fault or neglect on the part of any individual.

(2) Authorize ultimate disposition of such property.

(3) Relieve the individual concerned of responsibility and/or
accountability therefor, or direct the preparation of a Survey Report
in emch case where there is evidence that subjeot property may have
been rendered vnserviceable through fault or neglect on the pert of
any individual.

3. MWhen peouniary liebility is established against an indivi&ual, he mey
appeal the Property Survey Board's decision to the Director of Central Intelli-
gence in writing, through the Property Survey Board, within 30 days after
receipt of notification of the Board's decision.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

STATINTL

I I
Executive for
Administration and Management

"
o
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i
SURVEY REPORT

“ REPORT NUMBER

DATE

NOTE: SEE INSTRUCTIONS ON REVERSE SIDE

LOCATION TNSTALLATION

ACCOUNTABLE OR RESPONSIONE INDIVIDUAL (NAME)
STOCK {2) ToTAL (3)
NUMBER (1) DISPOSITION OF ARTICLES QUANTITY cosT D1SPOSITION

[ eraND ToTAL

(%) CIRCUMSTANCES (INCLUDE NAMES, DATES AND LOCATIONS)

OF PUBLIC PROPERTY SHOWN ABOVE AND/OR ON ATTACHED SHEETS WERE LOST,DAMAGED,OR DESTROYED

i

BEING DULY SWORN,DEPOSES AND SAYS,THAT THE ARTICLES

THE PUBLIC SERVICE,THE CIRCUMSTANCES BEING AS FOLLOWS:

AT

SUBSCRIBED AND SWORN TO BEFORE ME THI1S

WHILE IN

SIGNATURE(AFFIANT)

DAY OF

194 ___

SIGNATURE (NOTARY PUBLIC OR SUMMARY COURT)

PROFERTY SURVEY BOARD, WASHINGTON, D. C.

FINANCE DIVISION, WASHINGTON, D. C.

APPROVED

SIGNATURE (CHAIRMAN)

SIGNATURE (CHIEF)

FORM NO.
1946
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(5) FINDINGS ovetd For Retease-2003/04/4-7-: ‘

! HAVE PERSONALLY INVESTIGATED ALL AVAILABLE EVIDENCE AS SHOWN IN EXHIBITS TO AND
IT IS MY BELIEF THAT THE ARTICLES LISTED HEREON AND/OR ON ATTACHED SHEETS,TOTAL CcOST

SIGNATURE(INVESTIGATING’OFFICER)

(6) CERTIFICATION {PROPERTY ACCOUNTABLE OFF [CER)

I CERTIFY THAT THE 1TEMS LISTED HEREON AND/OR ON ATTACHED SHEETS APPEAR ON. MY STOCK RECORD ACCOUNT
AND WERE ISSUED OF M/R TO RESPONSIBLE PERSON INITIATING THIS SURVEY.

SIGNATURE (ACCOUNTABLE OFFICER)

{7) RECOMMENDATION tchier OF INSTALLATION + OVERSEAS)

. INVESTIGATION OF ALL AVAILABLE EVIDENCE (DOES OR DOES NOT) SUBSTANTIATE THE FINDINGS OF THE
INVESTIGATING OFFICER.

SIGNATURE(CHIEF oOF INSTALLATION)

RECOMMENDATION (PROPERTY CONTROL SECTION, WASHINGTON, D.cC.)

§

' H

SIGNATURE(CHIEF)

INSTRUCT1ONS

i 1.CORRECT NOMENCLATURE (SEE CIG STANDARD NOMENCLATURE L1ST) . 5
2.COST TO BE INSERTED BY PROPERTY CONTROL SECTION,WASHINGTON,D.C. :
3.STATE WHETHER ARTICLES WERE LOST,DAMAGED ,STOLEN, ETC.
1 4.A CONCISE STATEMENT BY RESPONSIBLE PERSON INITIATING SURVEY INCLUDING NAMES,DATES,LOCATIONS, TO WHOM LOSS RE-
] PORTED,ETC. SWORN. STATEMENTS SHOULD BE OBTAINED FROM WITNESSES WHENEVER POSSIBLE 10 BE ATTACHED TO EXHIBITS.
! S.REPORT AND RECOMMENDAT|ON OF INDIVIDUAL MAKING ON THE SCENE INVESTIGATION OF LOSS,DAMAGE OR DESTRUCTION,
| 6.TO BE COMPLETED ONLY WHEN PROPERTY WAS ISSUED ON MEMORANDUM RECEIPT BASIS,
7.SHOULD CHIEF oF INSTALLATION DISAGREE WITH FINDINGS OF INVESTIGATING OFFICER,STATE REASON AND ACTION

¢

RECOMMENDED. -
NOTE: IF SPACE IS INADEOUATE.ANﬂFHER SHEET MAY BE USED MAKING REFERENCE IN TWE SPACE PROVIDED AS FOLLOWS: (SEE
ATTACHED SHEE+ M MARKED'4 ~ CHMENT [N BRI 3

. v
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' ITRAL INTFLLIGINICE GROUP
-Washington, 'D. C.

C.I.G. MPUORAI'DUM : 11 February 1947
NO, |

SUBTFCT: sccountabllity and Respohsibility For Property at
CIG Installations (Effective untlil 30 June unless
sooner rescinded)

1. GIFNERAL
a. asuthority

In accordance with the provisions of USCA
Title 31, Sections 89, 90, 91, 92, the Central Intelligence
Group, es an independent agency, is reaponsiblc for the
‘gstablishment of policies and procedures pertaining to all
phases of property accounting: 4 complete series of prop-
erty regulations are in propcss of publication, and will-be -

issued to all activities upon completion. ‘ :
b. Purpose

This ordsr is the authority for the ¢stablishment
of uniform property rccords to be maintained and procedurcs
to be followed in accounting for supplies and cquipment at
all CIG operating units and installations cxcept thosec
activities under the jurisdiction of the Director of The
0ffice of Special Operations. Immediatc action will be
taken to comply with the provisions of this ordcy which are
effective upon publication.

LCCOUNTABILITY

oo

a. iccountability™ is the obligation of an individual,
officially designated to meintoin a formal record of CIG
property on a stock record account. An individual so desig-
nated by a superior to maintain a formel basic record, show-
ing by itcm the receipt and disposal of property, and the
quantity of propcrty on hend, will bc rcferrcd to as an
accountable Supply and Property Officer.

b. iny commisgsioned or warrant officcr of the U. S.
Lrmy or Nevy, or any U. S. civilian cmployce, CAF-7 or
abovc, may be dcsignated as an accountable officer for
public propcrty under the jurisdiction of this agencey.

3. RISPOISIBILITY .

a. "Responsibility"” is the otligation .of en individual

for thc proper custody, carc, and gafckceping of Government
property entrustcd to his posscssion or under his super-

vision whother or not a signcd rcecipt has bcen given.

Responsible individuals arc not rcquired to mointain a formal !
stock rccord account for property in thcir possession, but !
thc maintensnce of on informal record of reccipts and dis- . .
bursements iz advissble. ;

i
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b. "Direct responsibility™ is uscd to indicate
The recsponsibility of an individual to whom propcrtv
Pos mocr evsrngiad ond whoe S g gpaodfiaelly ehemaes

with it8 Care aud balbhbbyln$n

c. "Supcrv1sory responsibility" indicatcs the
Tesponsibility which will be exercised by the senior
individual of an installation or unit such as a branch,
division, etc., to insure that all property over which

‘he has jurisdiction is safeguarded, administered and

accounted for.

FYPENDABLE AI'D NON—FXPEWDABLE‘PROPFRTY

a. Non—expcndable property includes ull supplies
and equipment not consumed in use and which ordinarily
rctein their identity during the period of use, such as
vehicles,. machines, desks, and typewriters.

b. Expendable property 1ncludc° all supplies and
cquipment which are consumed or lose their separnte
identity in usc. Spare parts, which arc used to repair
or complete other articlcs, office supplics, such as
StdthDCTV, pencils,. ctc., are considercd expcndable
items.

c. For accounting purposcs, non-cxpendable items
of housckecping equipment and office supplics having a
unit velue of lcss than d'l 00 will be considcred expen~
dable upon issuc, and will not bec carricd on the records
of the Accountabic Supply and Property Officcr. Such
itcms include: cups, glass, spongc; pads, stamp; rulcrs,
wood; rcmovers, stapler; trays, glass, ash; blotters,
rockcr typc.

ISTABLISHING AND MAITTTAINIV STOCK RFECORD ACCOUNTS IN
WASHINGTON ARTA ‘

a. ‘General

(1) Arrangements will be made by the various
officcs and branches in the Washington Arce to
detcrmine the level ot which accountable Branch
Supply and Propcrty Officers will be appointed.

Approved For ‘Belease 2003/04/17 : CIA-RDP81-00728R000100020009-3
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(2) Normelly, accountability will bc established
at the branch levcl; however, this is not mandatory.

* The organizational structure of the office, and its
subordinatc units (brenches, divisions, ctc.),
should bec the primary factor in the determination
of the occountability level.

Tstablishing Accountsg and Account Mumbers

=3

* (1) After the accountability level has been estab-
lished, office, branch, cnd/or division chicfs will
ake immediate ocction to effect the appointment of
an accountable officer for their respective units.
. Individuals designated as accountable Branch Supply
~ and Property Officers will familiarize themselves
© - with the officcs or groups of offices under the
jurisdiction of their unit. Utilizing Form 36-13,
the Brench Supply end Property Officer will estab-
lish an "iccounts Control Register'" (Sample
Lttached) Tor using offices within his unit,.

.

(2) Tach office or group of offices will be
assigned an account number by the Branch Supply
and Property Officer. One individual within the
office or group of offices will be designated as
the responsgible person for the property issued
to that account number.

Inventory Procedure

o

(1) Administrative Order [ |datcd 25
October 1946, required that an Inventory as
of .1 November 1946 be used as the basis for
all accountable records, 4ll property within
the branch, including supplies and cquipment
in thc posscssion of individuals, will be re-
_flccted on the records of the Branch Supply
and: Propcrty Officer. , :

STATINTL.

3 (2) Upon complction of the inventofy, the

4 i propcrty on hand in coch account will be listed
L on a Form No. 36-7, "Rcquest for Supplies,

: : Fquipment or Services, ™ (Sample Attached),
prcpared in gquadruplicate by the Branch Supply
and Property Officer, Three copics of Form 36-7
will be forwardecd to the responsiblc individual
in cach account for checking and signature. Onec
copy will bc hcld in suspensc by the Branch
Supply end Property Officer.

2
&
§
!
;
z
!
;
H
|
{
{
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Consolidation of Inventories

(1) When the two signcd copics of Form 36-7

are roturncd-by the responsible individusls
within the unit, the Branch Supply and Propcrty
Officcr will) consolidate all the original copics
by item. This will constitute thc Branch Supply
and Property iOfficer's consolidated Opcning in-
ventory which will be vouchcred sand posted as a
debit to his stock record sccount. The signed
original copiés of Form 36-7 will bccome sub-
vouchcrs to the consolidated inventory, ond will
be filcd ag such in the voucher file undcr one
deblt voucher number. The gigned No. 2 copies

of Form 36-7 will be filcd in individual Jacket
files esteblished for sach responsible person
after the forms have becen postcd by account number
to the scction eéntitled "Accounts Control™ on the
reverse side of the "Stock Control Card," Form No,
36-14 (Sample Atteched). '

(2) Two copics of the consoclidated opening in-

ventory will bec forwarded to the Chief, Property

Control Section by the Branch Supply and Property
Officer. o : ' A

Forms to be Used and Records to be Maintained

(1) The stock record accounts established by
the Branch Supply end. Property Officers will be

" maintaincd by item on individual "Stock Control

Cards,” Form lo. 36-14., The Ffacc of the Form
No. 36-~14 will be used to maintain a running
belance of each type of non-cxpendable property
issucd to his unit. This belance will represent
the Branch Supply and Froperty Officer's total
accountability for that item. The roverse sido
of the Form No. 36-14, known as "Accounts Con-
trol,"™ will be uscd to meintain a running balance
by item of property held by responsible indivi-
duals in ezch account., The total of the balance
of the individual accounts on the reverse side
of Form MNo.. 36-14 should equal the guantity .
shown in the “Balance" column on the face of the
"Stock Control Card." '



STAT

STAT
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(2)  Branch Supply and Property Officers will
maintain-a "Voucher Register™ on Form Lo, 36~-15
(Sumple ithtached) which will be used to record
by number the vouchers that are posted as trans-
actions to the "Stock Control Catrd." After such
éntries have becn completed, the vouchers will
be filed in the voucher file.

(3). Individual jacket files will be established
and maintained for the responsible individunls of
each account serviced by the Branch Supply and
Property Officer. A4ll vouchers representing trans-
actions between the Branch Supply and- Property
Officer and 'the responsible individual of the
account will be filed in thc jacket file for

that particular account efter snid transaction

has becn posted to the "iccounts Control" section
of the "Stock Control Cerd."

Postings to the Stock Record Account

(1) 411 non-expendable property received from
the | | Services Division, or from
any otner source, will be posted as g debit to

the "Stock Control Cards" maintained by the Branch
Supply and Property Officer.

(2) Issues made to individual accounts will not
constitute a credit to the stock record account

-of the Branch Supply and Property Officer, but

will be posted to the Miccounts Control™ section
on the reverse side of Form MNo. 36-14. The

~total accountability of the Branch Supply and

Property Officer is not changed when "Memorcndum
Receipt" issues arc madc to individual accounts
within the unit. .

(3) . Returns of cxcess non-expendable property
to the | | Services.Division, or any
other dispositions made in nccordsnce with in-

- structions from the will be

posted as a credit €0 THC "STOGK Control Cards™
of the Branch Supply and Property Officers.

Approved For Refease 2003/04/17 : CIA-RDP81-00728R000100020009-3
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(4)  Txpendeble supplics, such as stationery,
office supplies, ete., w:ll not be curried on

the stock record nccount of the Branch Supply

and Property Officer, nor will they be reflected
on the "fAccounts Control" gsection of Form No,.
36~14. Txpendable supplies mey be rcquisitioned
by the rcsponsible individual of the using office"
dircetly from the | |of the Scrvices . STAT
Division.

(5) Non-cxpendable property transferred from
onc Branch Supply and Property Officer to another
- Branch Supprly and Propsrty Officer w111 be listed
on a "Property Turn-In or Transfer 35lip," Form
No. 36-~24 (oample ittached) or on WDAGO Form No.
447, prepared in sextuplicate by the comsignor

or ransforrlng officer.- The consignor will re-
tain two signed copies of the prapurty transfer
document, onc of which will be posted as a credit
voucher on the face of the "Stock Control Card"
and subscquently filed in the voucher filc. The
other copy will be posted to the "Accounts Con-
trol" section on the reverse side of the "Stoclk
Control Card," and plzced in the individual
Jacket file of the responsible officer being re-
lieved of the propcrty. The consignec, that is,
the receiving accountablc Branch Supply end
Property Officer, will use one copy of the trans-
fer documcnt to debit his stoek balance on the
face of the "Stock Control Card,™ and filec same
in the voucher of the "Stock Control Card," and
will be pleced in the jacket file of the receiving
responsible officer, The consignor will forward

two signed copies of the prope ansfer docu-
: ment to the after the . STAT
! ‘ transaction haés been completed,
iw :
P &. Records Maintbined| | _ STAT
s ‘ sccountability Will be cstablished and stock

rccord accounts will be maintained by those individuals
who arc responsible for the storage and issue of supplics
and equipment under the control of the | STAT

i Services Division.
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6. TSTABLISHIVG LD MLINTAINING STOCK RTMCORD LCCOUNTS 4T
TS T, Ll TTOL S OULSLDE_OF WaSHINGTON 4RI

a. Inventories
(1) Tnstructions from Washington directed that
i an inventory of all non~expendable supplies and
5 equipment in use, and all expendable and non-
p expendable property in storage, be taken at each
station as of 1 November 1946.

K (2) This inventory should have included the
supplies and equipment on hand at the station
and non-expendable property at satellite in-
stallations under the administrative control of
the gtation. The property talken up on the 1
November 1946 inventory will be used as & basis
for establishing stock record accounts.

(3) A1l "Covernment property in the custody
of individuals at a field installation will be
reflected on the stock record account of the
accountable Supply and Property Officer. The
property will be issued to the individuals on a
"emorandum Receipt™ basis,. and upon gseparation
or transfer, the individual will return said
property to the accountable Supply and Property
Officer, and will obtain a receipt for same.

Forms to be Used and Records to be Maintained

=2

(1) The accountable supply and property
officer for each station will meintain stock
record cards by item for all non-expehdable
and expendable supplies in stogck available for
issue, and for all non-expendable property *
issued on a "Memorandum Recelpt™ to using
offices within the station snd to gsatellite
_gotivities under the jurisdiction of the
station. Form No. 36-17, "Stock Record Card,"
(Sample Attached) or AGO Form No. 421 may be

¥ 4 o s )
utilized for maintoining stock record accounts.

(2) In addition to the stock rccord account,

the sccountable supply and property officer will

be required to maintain individual Jjacket files
for property issued on tMemorandum Receipt.”™ A
"Voucher Register" should be kept on Form No. 36-15
(Sample Attached) to record by number the vouchers
which are posted as transactions to the stock
record account,

-
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S. "Memorandum Receipt" Tssue

(1) Non-expendable property used within the
station and-in satellitc activitics under the
jurisdiction of,the station ,will be igsued by
the accountable supply and bProperty officer on
a "Memorandum Receipt" basis to responsible
individuals. Upon issue, the "Balance on
Hand™ column of the "Stock Record Card," Form
No: 36-17, will be credited and the "Memorandum
Receipt” balance will be increased. When AGO
Form No. 421 is used, the "utility" column
will be utilized for the "Memorandum Receipt™
entries. :

(28) . The balance on hand, together vith the
balance issued on "Memorandum Receipt ag shown
on the "Stock Record Card" will represent the
total accountability of the accountable supply
and property officer for ony particular item.

(3)  Accountability for expendable supplies
ceascs when issues are mede by the accountable
supply and property officer; the receipted
transfer documecnt will constitutec & credit to .
his stock record account.

[[=8

Property Acauisitions and Dispositions

(1) The accountable supply snd property
officer of each station will preparc a
"Consolidated Property Report,™ Form No.
36-22 (Sample Attached) as of the last day
of each month. This report will indicate
by item the total gains or losses of non-
expendable property which have occurred

i during the month. Items whose balances

; , X have not incresscd or deecreassd during the

| reporting period will not be included on

' the Form No. 36-22.

f

(2) Form No. 36-22 should be prepared

in triplicate by the accounteble .supply and
property officer, The original and one copy
will be forwarded, through channels, to the
Chicf of Services, Washington .C., Atten-
tion: , to arrive
not latcr—smeEn Tme ITOGIT a9y OT the following
month. » .
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(:3) "Memorandum Recelpt! issucs and returns
do not constitute @ change in the total ac-
countability of the accountable supply and
property officcr, and guch tronsactions will
not be included on the “Consolidated Property
Report." Reccipts will include property re-
ceived from local Army or Navy supply sources,
Services Division, Washington, local purchase,
and all property turn-ins, gxcept memorandum
Receipts, made by individuals and/or using
agencies. Overaoges accounted for on "Reports
of Inventory Adjustment' will be classifiecd as
receipts. Disbursements will include all issucs
(except memorandum receipt) and transfers of
supplies ond equipment. Shortages accounted
for on "Survey Reports'" and on "Reports of
Inventory Adjustment' will also be classified
ag disbursements. ‘

7. AUDITS

. All property accounts, maintained by designated accountable
supply and property officers will be subject to periodic audits
and ‘inspections by a representative of the |
[::;::;:|Washington; Accounteble officers may be held pccunl-
arily lLiable for any discrepancies which are discovcred in the
course of the audit unless such discrepancies can be satis-
factorily explained and corrected.

8. PROPIFRTY CLTARALCE FOR INDIVIDUALS

a. Washington Arca

{1 A11 individuals must obtein a signed
property clearance from their Branch Supply
and Property Officer upon separetion or trans-
fer, and no final payment will be made by the
financc officer until such clearance has heen
obtaincd. ;

(2) Propcrty in the possession of individuals
who are being scparated or transferred will be
returncd to the Branch Supply and Property Officer.

I

Outside Washingbton Area

(1) Upon scparation or transfer from a

" skation outsidc the Washington arca, all
individuals must obtailn a' signed property
clearance from the accountablec supply and
property officer. All property in the
possession of such individuals should be
turned in to stock prior to departure, and
a reccipt for same will be given to the in-
dividual by the zccountable supply &nd
property officer. .
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(2) Dersonnel returned o the U, S, {rom ovorseas
instaliations will not bn allowed to ratain any
Govarnment proparty unless said proparty is essential
for the complation of tha journsy, The items re-
tained, if any, will be listed on the raverse side

of the property clearance certificets, and will be
immadiately returned to appropriate Services Division
Supply Officars upon arrival in Washington.

9. LOBT, DAHACTD, OR STOL:ZN PROPWRTY ~ SURVEYS

a, General

(1) The policy of this agency contemplates that some
individual will be responsibls al all times for the
carn and safekeeping of Govsrmment proparty. In oases
where property is lost, damaged, stolan, or destroyad
by causas other than fair wear and tear in the serviee
of th~ Government, the responsible individual will pre-~
para a "jurvey T?nport" Torm Ho, 36~18 (Sample 1t1,c1(,nv=d)
in sncordance with th= prcrmdwma outlined balow.

(2) nSurvey Reports' must be initiated by the rospon-
ul}'l’-‘ individusl within thirty days after the lo:.u, )
dunagh or destruction has bezn discoverad,

be reparation and Distribution of "Survay Reportis! in
Yashington Arsa

(1) The responsible individual will initiate "Survey
Report! Form No. 36-~18 prepared in sextupli cate, for
lost, damxigred, or stolen proparity. If the individual
proparing the "Survey Report! holds the property on a
Wiemerandum Rrcesipt! basis and is responsible bubt not:
accountabl=a, he will forward tha original and four copies:
of the rf_:port to his Branch Supply and Proparity Officer,
who will post one copy as a cradit to his stock record
account, Another copy will b~ usad to make appropriate
daductions from the "Accounts Control" snction of the
"3tock Control Cards" and will be filed in the re-
sponsible individual!s jacket file., The original and

two copins of Form No. 36-18 will then ba ferwardsd to
’r,hre| |£‘or investigation and ; STAT
actIon,

(2) When an accountable Branch Supply and Prop-rty
Officer initiates a "Survey Report! as the rasponsibla
individugl, an origihal ind bthree copins of Form Ko.
. 36-18 will b~ preparsd, One copy will be voucharad,
postad to the stock record account of the accountable
officer, and [iled as a suspensa voucher, The original
and two copizs of the "Survey Report" will then be for- !
warded te the| |for invastigation STAT
and action. ~ : ' :
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(3) Final decision on all "Survey Reports! will rest
with the C.T,G. Proparty Survey Board, The Chairman
of thn Hoard will act on said "Survay Reports!" for the
Director, Cantral Intalligence Group,

(L) “hen final action has besn completed on the
"Survey Report", one copy will be raturned to tha -
rasponsible’ initiating individual and it will be filed
by him as a valid voucher 4n linu of the suspense ooy
which he has ratainad, :

Ce Froparation and Distribution of “Survay Reports!
’ outside tashington Araa :

~b

(1) Suppliss and equipmant lost, damagad, or stolan,
will b2 listed on a "Survey Report! Form No. 36-18,
initiated in quintuplicate by the individual having -
dir=et responsibility for th~ proparty, Chief of
Stations will appoint a disinterasted investigation
officer (civilian or military) to examine available
avidznee regarding th~ loss, damiga, or destruction,

. and his findings will ba includad on th~ revorse side
of the "Survey Report!,

(2) If the responsibl~ individual is not accountable
and holds the property on a "Mamorandum Racoipt!
basis, an origingl and thres copies of th~ Form Lo,
36-18 will b~ forwarded by him to the accountable
officar,  The accountabl~ officsr will uss one copy as
a cradit vouch~r to cl-ar his stock rmcord account for
tha itams lost, damaged, or stolen, and ons othiar copy
will ba signad by the accountable -officer and will be
Torwardad to th~ chinf of station for final approval
or disapproval., Aftar the "Survey Report! has bean

- epprovad by th» chinf of station, ons copy will be
raturnnd to the originator, snd ons copy will be for-
warded to the| [trashington, D.C. STAT
for informativtmal purpos=s,

(3) VWhen an accountable officar initiates the "Survey
Report", an origingl and four copins will be praparad
by him. One dopy will be postad to his stock record
account and filed as a suspensa cradit voucher, The
susp=nse vouch~r will-not be considarad a valid vouchor
until an approvad "Survey Repert! sign~d by th= Chief
of station is raturned to the Accountable officar con-
cennad,

.P
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(L) "Survay Reports! which have baan disapproved by
the chinf of the station will br forwardad in duplicate

to the | | Vashington, D. C., STAT
for final action and review, vhan action by thr [___] STAT
STAT o has bren completad, one copy of the '
y . TSurvay Report™ will be raturn-d through channels to
 thn rosponsible initiating individual,

19, PROPERTY WORM OUT THROUGH FAIR VAR AND TwAR

a., ‘fashington Area

’ , (1) Branch Supply and Propsrity Officers will execute
- "Propnriy Turn~in or Transfer Slips", Form No. 36-2L,
’ in eonneetion with the raturn of proparty worn out,. or
oth~rwise rendarad unssrviceabla through fair wear
and tear without fault or neglect on the part of any
individual, or individuals, or prcperty which has be-
comz cbsolnte to appropriate supply and property cificers
of tha Services Division. The rasponsible and/cr
accountabl~ individual will b given cr~dit for said
turn-in on a copy of Form Mo, 36-2l.

(2) Proporty will not be consider~d worn out through
fair wrar and tear, nor will cradit be given unless it
is returnad to proper supply chanmls. The determin-
ination as to th» validity of th~ fair wear and tear

of thn prop~rty will b2 made by the appropriate Services
Division Supply Officer accepting the turn-in,

§=2

. Irstallations Qutsid- Vashinston Ar-a

(1) Proparty worn out, or otharwis~ rendrrad un-
sorvicaable through fair wear and tear without Fault or
neglsct on the part of any individusl or individuals,

- or proporty which has bacome obsolete, will ba re-
turn~d to tha accountable officrr of the station for

A
i eradit, Accountebls officers will ~ithar aifact rapair
i : of th~ it~ms worn out through fair wear and tear or
. will mek~ disposition of said items through salvage
- or oth-r availabla means. :
; (2)  Accountabl~ supply officers will use "Raports of

Inv-ntory Adjustment! to cl-ar thair stock racord
accounts of proparty whiech has b-sn wern cut through

fair wear and toar, Items of this typs will be listsd

on a "Répert of Inventory Adjustmant! with the following: -
eartificata signed by tha accountabla supply and

proparity officar and approvead by the chi-f of station:

i
3
‘
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I certify that thn itams Listed heraon have
worn out through fair waar and tear in the
gapvica of tha Government without [ault or
naglact on thn part of any individual or
individuals, end that sald itnms ars noh
agonomically rapairable.

Accountable Supply anc proparty Officar

APPROVED:

Chizf of Station

11. "REPORTS OF INVSHTORY ADJUSTHMIM

Accounttable Supply and Proparly Offilears mer wtilize

tha Wieport of Invantory Adjustinent, Form fo. 36-16,
(ampla Attach~d), or WDAGO Form Mo. Lhli, to adjust
discrepancizg, which may &ppoar on thair stock record
accounts, resulting from srrors in nomenclaturs or
postings The overegns and shortagzs of liks items
chould offs~t one anothar orn the “Report of Invantory
Addustmant" . Tha uss of a "Rapord of Invantory Ad-
justmant" by an accourttable supply and proporty offiesr
will be limited to revorting proporiy worn oub through
Tair waar and tear as oubtlinad in Par. 10 b. (2)
abovn, and the currasction of nomanclaturs and/or

posting nrrorg on his shock racord account.

b.. Vashington Arsa

(1) ‘“Roports of Invantory Adjustment! will ha pro-

par~d in quadruplicate by th~ accountabl~ Branch
Supply and Property 0fidears One copy will be held in

suspanss by the originating officer, and th~ original

and two coping will be forwardnd to tha |
for raview and final approving action hy the

Chial of Services,

) Approvgd For Rt?hlease 2003/94/17 : CIA-RDP§1-00728R000100020009-3
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(2) After the "Rmport of Inventory Adjustmant" has
hean approvad, one copy Wwill ba returnad to the
" accountable Rranch Supply and Proparty Officer'lor
posting "to his stock record account, and it will
subseqiently ba filad as a valid voucnar, vhen
hecwssary, the suspense copy of the "Report of
Invantory Adjustmant? will be postrd to the "Accounts
Control" saction of the YStock Control Card", and.
filad in th= rasponsibla individualls jacket fila,

(3) . "Raports of Inventory Adjustment" which are dis-
approvad by the Chisf of Sarvices will ba returnad to
th~ "zecountabls Branch Supply and PFroperty OfFicar
with instructions that a-"Survay Rapart! he initiated
in accordance with paragraph 9 ghove,

Installaticns Cutside Washington Area

(1) “"Reports of Invantory Adjustment! will be
prepared in quadruplicate by the accounlbable supply
and proparty officar of the instalYation, (ne copy
will b= h=ald in suspansa by tha originating officar,
and tha original and two copiss will be forwarded to
the chief of station for final approvals Chiefs of
stations are anjoined nct to aporove "Heports of
Invertory Adjustment" initiated te rertify dis-
‘erapanei=gs othar than nomenelaturs chungss and/or
posting arrors, . .

(?2)  After the "Report of Inventory Adjustment! has
bean approved by tha chisf of station, cne copy will
be returned to the accountable supply and proparty
officar for posting to his stcok racord account,

and it will subsequantly be filed as o valid vouchnr,
Tha chi=f of station will maintain cnecopy of the
"Raport of Inventory Adjustment! for £ile, and onn

copy will be forwarded to the Chiaf,
[::ff:::::hashington, D. C,

{3) "Reports cf Inventory Adjustment! which ars
disaprrovad by the chi=f of slation will be returned
to. th~ accountabl- supply. and prop=rty officer with
instructions “hat a "Survay Eeport" be initistad in
accordanea with paragraph 9 abova, '

FOR TH DIRACTOR OF CuNTEAL TNTSTT Tretni, ‘

ixacutive for Pursonnal
and Administration

Attachmants -9
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| SURVEY REPORT i
i

b NOTE: SEE INSTRUCT!ONS ON REVERSE SIDE

: LOCATION INSTALLATION

é ACCOUNTABLE OR RESPONSIBLE INDIVIDUAL (NAME)

: sToCK (2) ToTAL (3)
NUMBER {1} DISPOSITION OF ARTICLES QUANTITY cosT DiSPOS ) T1ON

¥

.
|
!
1

GRAND TOTAL
(4) CIRCUMSTANCES (INCLUDE NAMES., DATES AND LOCATIONS)
I, BEING DULY SWORN,DEPOSES AND SAYS,THAT THE ARTICLES

OF PUBLIC PROPERTY SHOWN ABOVE AND/OR ON ATTACHED SHEETS WERE LOST,DAMAGED,OR DESTROYED WHILE IN
THE PUBLIC SERVICE.THE CIRCUMSTANCES BEING AS FOLLOWS:

SIGNATURE{AFFIANT}

SUBSCRIBED AND SWORN TO BEFORE ME THIS DAY OF 194 __

AT

|
! SIGNATURE (NOTARY PUBLIC OR SUMMARY COURT) :
i i
:' PROPERTY SURVEY BOARD, WASHINGTON, D. C, FINANCE DIVISION, WASHINGTON, D. C. !
; APPROVED ‘
. ‘
: {
|
i
| STGNATURE (CHAIRMAN) SIGNATURE (CHIEF) i :
§# FORM NO. 36-18 . {1538) i
g 0CT 1946 : i
I . i
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| HAVE PERSONALLY INVESTIGATED ALL AVAILABLE EVIDENCE AS SHOWN IN EXHIBITS TO AND

IT 1S MY BELIEF THAT THE ARTICLES LISTED HEREON AND/OR ON ATTACHED SHEETS,TOTAL COST -

SIGNATURE( INVESTIGATING OF F I CER)

(6) CERTIF ICATION (PROPERTY ACCOUNTABLE OFF ICER)

| CERTIFY THAT THE ITEMS LISTED HEREON AND/OR ON ATTACHED SHEETS APPEAR ON MY STOCK RECORD ACCOUNT
AND WERE ISSUED ON M/R TO RESPONSIBLE PERSON INITIATING THIS SURVEY.

SIGNATURE (ACCOUNTABLE OFF ICER)

{7) RECOMMENDATION (CHIEF OF I(NSTALLATION - OVERSEAS)

: INVESTIGATION OF -ALL AVAILABLE EVIDENCE (DOES OR DOES NOT) SUBSTANTIATE THE FINDINGS OF THE
{NVESTIGATING OFFICER.

SIGNATURE(CHIEF OF INSTALLATION)

RECOMMENDAT [N | fasHinGTON, D.C.)

SIGNATURE{CHIEF)

INSTRUCTIONS

{.CORRECT NOMENCLATURE (SEE CiG STANDARD NOMENCLATURE LIST).

2.COST TO BE INSERTED BY PROPERTY .CONTROL SECTION ,WASHINGTON,D.C.

3.STATE WHETHER ARTICLES WERE LOST,DAMAGED,STOLEN,.ETC. .

4.A CONCISE STATEMENT. BY RESPONSIBLE PERSON INITIATING SURVEY INCLUDING NAMES , DATES,LOCATIONS,TO WHOM LOSS RE-
PORTED,ETC. SWORN STATEMENTS SHOULD BE OBTAINED FROM WITNESSES WHENEVER POSSIBLE TO BE ATTACHED TO EXHIBITS,

5 .REPORT AND RECOMMENDATION OF IND IVIDUAL MAKING ON THE SCENE INVESTIGATION OF LOSS,DAMAGE OR DESTRUCTION.

6.TO BE.COMPLETED ONLY WHEN PROPERTY WAS 1SSUED ON MEMORANDUM RECEIPT BASIS.

7 .SHOULD CHIEF OF INSTALLATION DISAGREE W!TH FINDINGS OF INVESTIGATING OFFICER,STATE REASON AND ACTION
RECOMMENDED . - al

NOTE: IF SPACE IS INADEQUATE,ANOTHER SHEET MAY BE USED MARING REFERENCE IN THE SPACE PROVIDED AS FOLLOWS: (SEE
i X o .

ATTACHED SHEET MARKED *AF"™™ chMl ) ). i
3 w—
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_REPURT OF INVENTORY ADJUSTMENTS

i l

STATION OR UNIT

REPORT NO. VOUCHER No.

SLIP
NO. STOCK NoO.

NOMENCLATURE

RECORDED | INVENTORY ADJUSTMENT

BALANCE BALANCE | qUAN. OVER | QUAN, SHORT

I CERTIFY that the above inventory adjustments are necessitated by differences between the balances as recorded on the stock record

cards and the balances counted on the physical inventory made on
Authorily is requested to reflect the above adj

usiments on the slock record cards of the named station supply branch,

DATE

e 194

DATE APPROVED

N

. CIA-RDP81-007 28R000T0002000%F s o s es AT

FORM NO, =p.
oCT I946 36716

L o

S ELP R se 2003/04/17
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: ;f RESTRICTED

CENTRAL INTELLIGENCE AGINCY
Warshington,'D. c.

ADMINISTRATIVE INS! 10 January 1951 i
- mo. 25X1A |

SUBJECT: Property Disposition |

25X1A |

Paragraph la of Administrative Instruction l:l dated
7 March 1949, is amended as follows: .

e e I T TS

"l a. The CIA Property Survey Board is composed of the
following membeirs and is constituted to act on all matters
pertaining to loss, damage, destruction, theft, or for the
disposition of public property for which CIA is responsible:

Chairman Deputy Security Officer

Member and Legal Advisor Assistant General Counsel
Member and Recorder Deputy Procurement Officer
Menber : Assistant Comptroller” :
25X1A ¢

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

3 MURRAY McCONNEL \
g Deputy Director
. (Administration)

Distribution: DNo. 3

' N , RESTRICTED
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f, CENTRAL INUELLIGENCE AGENCY
Washington, D, C.
, ADMINTHIRALTIVE INSTRUCTION 10 January 1951 ;
| SUBJECT: Property Disposition
, 25X1A
Paragraph la of Administralive Instruction I:ldated :
7 March 1949, is amended as follows: '
"1 a. The CIA Property Survey Board is composed of the
Lollowing menbers and 1ls constituted to act on all matters
pertaining to loss, damage, destruction, theft, or for the
disposition of public prowerty for which CIA is responsible:
Chairman Deputy Security Officer
Member ond Legeal Advisor Assistant General Counsel
Member and Recorder Deputy Procurement Officer
: Member Assigtant Comptroller” ;
- FOR THE DIRECTOR OF CENURAL INTELLICENCE: _ 25X1A
' MURRAY McCONNILL T
i Deputy Director i
h (Aaministration) - ‘:
?; .
! Distribution: No. 3
it
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